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MEMORANDUM FOR: The Record

1ef, Position Mgmt. & Classification Branch

SUBJECT : Chronology and Evaluation Summary of Position AZ09,
Chief, Administration & Training Division, Office
of Security

1974

Study Chief, Plans, Programs and Administration Division
Current - GS-16
PMCD evaluated GS-15
(study not in

1976

Study Chief, Administration & Training Division, Office of

Security
Current - GS-16

PMCD evaluated GS-15
Ranking

STATINTL

1976 study approved by A/DCI 22 February 1977.

Downgrade of position #AZ09 from GS-16 to GS-15
29 March 1977.

i

Between the 1974 and 1976 supergrade studies, Office of Security
reorganization or realignment superimposed the Deputy Director for
Policy and Management over the subject position. Additionally during
this period, the former Plans, Programs and Administration Division
was subdivided into two separate components, namely Chief, Administra-
tion & Training Division and Chief, Plans & Programs Division which
further dilluted subject position duties and responsibilities. It
was further determined that substantive training responsibility was
lTocated elsewhere in the Office of Security.
STATINTL
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MEMORANDUM FOR: The Record
FROM : C/PMCB
SUBJECT: : CSC Control Over Supergrade Positions

The Civil Service Commission has responsibility to determine
occupational ser{es,ftitle and supergrade level for approximately
- 6000 quota and non-quota positions in the Executive Branch as well as
approvingathe individua];s qualifications and assignment to Su;h posi-
‘tibns. There are approximately 4,000 other quota and non-quota
| v supergrade positions where the Commission does notvhave purview. The
key to whether the Commission exercises ;ontro] is usually found in
; enabling or subsequent 1egfs1ation‘i;e.:P.Lg 110 exempts CIA from
Commission éontro];_other legisiation exémpts cerfain supergrade
positions in HEW, Office of Education from Commission Control; P.L.
313 (SPS) requires that CSC only approve the individuai‘S’QUa]ifica=‘"
tions and his rate of pay; cﬂ;:, </=., ete. .
Quota supergrades enjoy the normal CSC employee protection rights
whéreas'non—quota are more closely related td political appointment or
- may serve for current administration tenure.
Under the new Senior Executive Service, CSC will review and estab-
1ish Agency SES position quotas biénnia]]y, howevér, the Agency head
may use the pdsition quota and assign personnel at his discretion;ﬁiWith

regard to individual qualification requirements, CSC will review and

st
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recommend broad managerial guidelines to the Agencies for SES

positions.

Source: Denis Leiber
Bureau of Executive Manpower
CSC

STATINTL
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3., ACTION POSITION TITLE SCHEDULE OCCUPATION CODE| GRADE | INITIALS DATE
"fA. PMCD
INITIATING . . . : .
B oFFice Admin Officer, Chief GS 0341.03 | 16
4. ORGANIZATIONAL TITLE OF POSITION (If any) 6. CERT IF ICAT ION
A. EMPLOYEE C. OFFICE REPRESENTATIVE

5. ORGANIZATIONAL LOCATION ‘

Support Staff, EA Division B. SUPERVISOR 0. PMCD

Headquarters

7. FLSA EXEMPT/NON-EXEMPT DETERMINATION:

Under the  FLSA amendments of 1974 this position has been determined
from the overtime provisions. Date P031t10n Reviewed:

8. : - DESCRIPTION OF POSITION

A. Position Identity quﬂ

Chief, Support Staff, East Asia Division,,Directorate for Operations,
Position No. BX-40. Immediate supervisor is Deputy Chief, East Asia Divi-
‘|sion, DDO. .The East Asia Division Support Staff hasd#z employees assigned
~i1to support the administrative and management needs of the East Asia Division|.

The Staff is comprised of administrative, personnel, logistics, finance,
budget, security -and clerical- spec1a115ts ‘ranging. from grade . GS-15 .to GS-05.
The Support Staff is broken down into sectlons headed by two GS-15's .
one GS-14, and one GS-13,

B. Major Duties

1. Plans, directs and coordinates the activities of the Support Staff
which is composed of one GS-15 Administration-Specialist; on

Gfficery 7}3’F1nance and Budget Officers ranging from grade GS- 15 to GS-07,
ihiie Logistics Officers in grades GS‘}ﬂhméd.OQ _J29Personnel Officers end

assistants in grades GS-15 to GS-09, and/}f@secretarlal and clerical’
specialists. (50%)

2. Establishes, implements and monitors administrative policies and
practices in the Division. Provides guidance and assistance to subordinate
managers in responding to complicated administrative matters and in the exe-

cution of Division management policies. (25%)

3. lategpretssAgencygadminist Jgggggg;;c szfor senior Division
personnel and Chiefs of Station and Tepresents the Division Chief in meet-
ings with heads of the Administration Directorate officers wemCESHaRyanIt

SePEYEISSHESTDTREXCep LionaIEequimgnenks® (10%)

4. Ag@mn%eﬁﬁpemsqnai;serV%égs contxacﬁsaﬂanthoraze§iggaye”‘~xugk
Riwgsdonzpersonn€l, approves “the expenﬁ*ture of Agency funds for’ admlnls-
trative purposes, releases cables, telepouches and dispatches to the field
which frequently contain 1mplementat10n or approving authorization, and
prepares staff papers and studies for higher authority. (15%)

U
e T c a8

;! b e (a)

3 C . :
FORM USE PREVIOUS Lo N s P
||-75387 EDITIONS. ULV i e fmid i s

Approved For Release 2001/09/07 : CIA-RDP92-00455R000300010004-8




25X9

25X9
25X9

' or approve actions which protect organizational

. T . Approved Fo lease 2001/09/07 :7_‘C,LA¢R'DP§%-0045‘003'00?010004-8

P

AN

C. Evaluation Factors

Factor I - Knowledge, Skills and Abilities:

mersnghvknowiedoesofsipencupregnlationssis essgntipd since the
approving authorities delegated to the Chief of Support involve a wide
range of expenditures of official funds. Likewise, a thorough knowledge
of cover organization regulations is necessary in order to ensure that
administrative decisions affecting Agency personnel are legal and equit-
able. Knowledge and skills are generally acquired through experience but
formal education in business administration or personnel management would

be desirable.

The incumbent must be able to analyze problems correctly and recommend
' interests and are equit-
able to personnel involved. Innovative approaches are frequently required
in order to solve specific administrative problems or to develop new manage-
ment techniques utilizing fewer resources. Incumbent must be decisive, .
exercising sound judgment at all times since improper decisions could
adversely impact upon an employee, the Agency, the cover organization, and
possibly, the U. S. Government. Leadership ability is necessary in order
to efficiently manage the Support Staff, gain confidence of the Division
Chief and [JStation Chiefs, and deal effectively with the ersonnel25X9

assigned to EA Division.

Factor II - Difficulty of Work:

H

Ltizdisciplinerysandzinyolyesthenappiis

;@ =niCrt _“, -1 S manage = '_'% = : ; 1
fotawyswegnlagtionsiznAge. ..pOds.cies and cover organization pol1-

cies. Activities and actions which occur daily and require management
decisions include security, finance, budget, medical, personnel, logistics
and cover problems. Frequently, requests from field stations which re-
quire deviation from existing regulations or policies, must be processed

on extremely short notice. Incumbent must determine if these requests

are prudent and proper and then initiate actigny resolve the problem.
With overseas stations, | bases., and“rsonnel assigned to th@s5x9
Division, the demands upon the incumbent are frequently heavy, Many
administrative problems occur frequently which are without precedent and

require new approaches or the formulation of new policies. Incumbent

participates with Division management in the planning and formulation of
Division administrative policies and procedures, ‘

Factor III - Responsibility:

The incumbent's work is reviewed by the Division Chief; however, the
incumbent is authorized to make and implement decisions on the day-to-day
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administrative matters which are brought to his attention, Incumbent has
the authority to commit organization resources within personnel and budge-
tary ceilings prescribed. Incumbent has financial approving and travel
authorization authorities which require that he exercise sound judgment
in approving each transaction to ensure that Government equities are pro-

tected. Sokmmrme=hommisEReAsereStintsthesiadiadduatgconiCeTied T éCEives-
10 pri oo n CIRA TRt S*andsRégnorg. The incumbent's decision making

authorization in this area is independent and unsupervised. Improper
decisions could result in loss of individual benefits, inefficiency and
waste. Incumbent is also responsible for ensuring that Division activities,
both at Headquarters and in the field, remain within budgetary and person-
nel ceiling allocations.

Factor IV - Personal Relationships:

! . The incumbent must maintain personal contact with Agency officials

' at all levels including Office Heads of the Administration Directorate
_as well as General Counsel; Legislative Counsel and the various staffs
of the DDO and DDA, — Incumbent must -also-maintain -an-effective .personal... ..
and working relationship with the East Asia Area Executive Director of

‘the Department of State. Contacts with Office Heads are required to
resolve issues and reach decisions on administrative matters which re-

» quire precedent action. .

Ineffective personal relationships with individuals at any level of
- the Organization would adversely impact upon the efficiency and morale of
" the entire Division.

Factor V - Supervision -and Guidance Received: .

Incumbent accomplishes assigned duties independent of day-to-day
supervision but within the guidelines provided by Agency regulations,
policies, and the law of the land, Broad guidance and direction 1is re-

~ceived from the Division Chief, usually in the form of a verbal, general

' outline. Incumbent has complete authority to plan and schedule work of
the Support Staff to ensure accomplishment of assigned tasks in an effec-

- tive and timely manner. Problems which arise are generally resolved by
the incumbent without referral to higher authority. Evaluation of perfor-
mance of Support Staff personnel is accomplished on a daily basis through .
a general review of work flowing through the incumbent's office,

bt
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, " level. These unusual requirements control both the complexity of theusupport
i { 3k and the management level at which it must be performed.

ITIT. RESPONSIBILITY

TIncumbent makes final decisions on all support matters within the scope of
existing Agency and Division policies. Recommends adoption of new policies or
changes in present policies when considered appropriate for the more effective
support of Division objectives. Participates directly, as a member of the PMC,
in all decisions regarding organizational structure and personnel management

25X1A within- Work is reviewed primarily from standpoint of program effectiveness.

IV, PERSONAL RELATIONSHIPS

Maintains liaison with DDP and DDS offices on administrative matters.

- dr’.
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Offi ce of Securit

2—?;7!7 Tase c]v/,ynf 4{;,,1,5%1’.17/”& ;)“{ 72},3,),7 D/(,:s/c >4
Chief, oy s : : . ,

I. SKILLS:
ILLEGIB .
Knowledge of Agency programs, policies, and trends pertinent to the
planning, management and execution of a comprehensive administrative and
training program consistent with the security responsibilities:and func-
tions of the Agency. ‘

Ability to formulate and effectively implememt policies, programs, and
rocedures to achieve optimum long-range productivity from personnel, finan-
ial and material resources.

Ability to synthesize coordinated programs for resource allocation,
ersonnel development and administrative support, through the command and
nagement of subordinate organizational elements. '

o yeSouTeCt mEmagl &< ».‘f’

SPONSIBILITIES: : 47 ¥

o sdw™ ILLEGIB
e sOversee the formulation of Oﬁ‘lcer’bJect:wes and schedule tnmng
o&-‘thelr accomplishment, {fersonse - Aoegaserine s - wﬂ»%csd/‘f"m;»; c-_"
o~ éa:r/e/fmf Fes 74{6 Sy c}ofﬁncnf of/)’m ':na’ A At Base ]
i n1 1at 1ze tand exegute /programs and budgéts which e,ffectl
oordi ate an 4d112?2 fflce re’sourcés towgfd a(,,compl hn'ién& of [i/tated
b;;ectlves. - (

o

lans for the Career Sernce correlate personnel stafi‘mg needs with
raining and developunent needs of person_nel resources. Jevves &3 Zddyises
o tie D75 mid 22d scmerv offecer leve I JRveer Siwed Lo

Oversee the identification of need, organization and administrati
f security training programs and the recommend&tion, scheduling and
pproval for internal and external training. ~gw"" suppo A resoniecs
, Initiate and coordinate the development of; pla.ns and policies whi

transcend specific organizational lines within the Office.

Advise and inform Office management concerning all significant
islrative matters bearing on the objectives, plans, programs and proje

of the Office. , o otes
Llans  covrdsm 8‘/@» 01’“”:‘“)‘ i"/’/’]y/ 4&.-‘;”;/9,.,‘,;{; r#/c Aous €, /7.9»_;/97 R

CYCICE Co

¢ IImL m:c:rs ONG:" 727, =e.

e . Exercise to approve financial transactions, travel, contracts for
(. personal services, overtime, printing and reproduction.

, ' Initiate action to assure adherence to basic Office administrativ
f policies, regulations and standards.

~FProvide technical guidance and assistance in personnel, budgety
‘fiscal, training, logistics, and planning matters.

/ : - Approved For Ré‘léﬁ!asl(-)%ﬁ'w '!"X%Isé!' H§;£&3010004 8
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a " IV. CONTACTS:
»‘-‘PerBOnal contact with all levels of Agency mansgement and operating

.officials to coordinste information, negotiaté timing of personnel assigp-
memks, solicit cooperation in programs of mutual c¢oncern, and to present
Office of Security policy and posture in relation to the areas of ‘ﬁ_dEEGTB
istrative support.
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¢ AZ09 ° Ch Admin & Training DifPRI9VeskEqg Release 200(}&%/87{0|A-RDP92-%{5]%R0&030004 O e tion reports to and is under

- ' - : the general command structure of
Dep. Dir. for Policy & Management,
Position is responsible for coordi-
nation and execution of administra-
tive support matters in the fields
of budget/fiscal, personnel, .
training and supply. However, the .
scope_and degree of responsibility
in each of the administrative fields.,
is restrictive: Budget matters
primarily concern the coordination
and control of funds/expenditures
and development of background
financial data on previous year
expenditures--jt does not _include
responsibility for program develop-
ment, planning, coordination, eval-
uation or associated budget devel-
opment, planning, correlation,
formu]ation/justification, presenta-
tion, execution, etc; Personnel-
functions involve advisory services
to Dep. Dir. Policy & Mgmt. and the
Dir. of Security on staffing/policy/
procedural interpretation, providing
support and secretariat services to
senior officers and supergrade
panels; coordination of APP-PDP-etc,
all of which are basic personnel.

‘management services following estab-
supervision of

i}

'

ILLEGIB

17SRed poTicies;
daily personnel support transactions,
etc; Training concerns the identifi-
cation and administration of security
training requirements-both internal |
and external which is a fyndamenta] !
responsibility of administrative ‘
services—1j;g9es_nat“includ§_tesPON-[
sibility For determination of major }
- Course subject areas, specific

| | ‘ - : 20 ' l
e : e e e e e C ey . . |
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’ R requ1rements, technical security
objectives, etc. all of which are
— o : : : determined by professional security -
e : officials; and the Logistics/Supply -

functions are primarily concerned
with administrative supplies, office:
moves, renovations, office equipment
service/repairs and related service |
contracts. Position does not in- i
volve technica]_or operationa i
!
i

Eggp V. and does not have p]ann1ng or,

support wnsnnns1h1f;¢: {-or numerous

. VV! AR LR ) LRANTAN
., . c foreign field stations, operations,

' ' ' employees and associated dependent
problems. Position does not contain
major policy formulation but is more
in the area of policy interpretation,

3 procedural development and app11ca- ‘
! g ‘ tion. Position does not engage in
i o o any major external 11a1son, negoti- .
' ation, or representational functions, -
' _ Duties appear to represent those
: E . found in GS-15 level support posi-
s , v tions. Position is not comparable
to such GS-16 jobs as Chiefs of
Support for DD/0 components--EA,
. . EUR, AF, NE, etc. or the Chief
. R IR Support Staff—O/C Chief, Training
. _— : : _ . and Career Mgmt Staff-0C, Chief ,
- _ , . _ 0/C Laboratory, or other GS-16 jobs
. : , . . in OL, OF, etc. in DD/A,

i

. . 21
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DDA/SEG, STAEFING COMPLEMENT CHANGE AUTHORIZATION
AFPROVAL DATE
9 MAK 147/ EFFECTIVE Dmépproved F?g Iﬁﬂ?{a@ 0 / 9/07 : CIA-RDP92-00455R000300010004-8 PAGE oF
C
Eilpe ey ORGANIZATIONAL TITLE ! ’ B | ea. | occupa- stlscing® Fol Low
% 32}57 EN L Flriannep|Ccl P T REER TéONlE\L gg Pg ;E S
§ RNle0 §§P%3L122" POSITION TITLE surrix | SEHE0" | Graoe ?E iveun-| 4 QE e [ SERV. ® §lnelacl *| ON s/C
N
-|-12 | OFFICE OF SECURITY
N
¥
N|-]-|- | DEPARIMENTAL
-|-i{3 | DEPUTY DIRECTOR FOR POLICY AND NANAGEMENT
L -1-ih . ADMINTSTRATION & TRATNING DIVISION
‘@ | |
PiC AZ09 | Admin Officer (ch) GS 15 {m) (1) MG
SICT'N L (formerly GS516, M)
k| —
STALINTL
-i~|3 | DEP DIRECTOR PERSONNE[: SECURTTY |& INVESTIGATIONS
- |~ |5 | HEADQUARTERS
i - |- |6 | OFFICE OF SPECTAL AGENT IN CHARGE ~
A\
S\P_C BB53_| Investigator (sac) | @8 |16 (1) (1) M
k_‘Q (formerly GS-15, MS)
N
N
& Per memo for D/Pers from Acting Directdr/CIA disd 2/22)/71
N
N
{i\ Subject: 'Supergrades
N LT - ’
3
N TYPE ACTION LEGEND APPROVAL ]
= D = DELETE
STA:RI\N-‘ Lg = 2:[A)NGE — = NO CHANGE
%‘ $ = seiere orrional 1Tew Chief, Position Mgmt. & Compensation Div.
(in optiona ield) A
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22 February 1977 . s

- MEMORANDUM FOR: Dlrector of Personnel

" SUBJECT : lSupergrades

1. With regard to the PMCD job evaluations and our
discussions last week of Agency supergrade issues, I hereby
concur with all proposed PMCD evaluatlons, except for theSTAﬂNTL
fOllOWlng. .

b) DDA: Admin Officer, DDI (16).

2. As we have agreed you and the DDI will consult to
determine if three or four GS-17s can be justified for
Division-level positions and if. two or three GS-16s can be
justified for Deputy Division- level p051t10ns If so, I

~w111 approve of such numbers :

3. There are several p051t10ns in dlsagreement about

' :IL which Deputy Directors had fair points to register with me.

-In fairness, therefore, I would like your further advice within.
'six months or so during which timé PMCD should carry out fur-
ther examination. Included are: :

~.a).. DDO: Chief Opérations, NE, and Deputy STATINTL -
Chlef eports an equlrements Staff SE.

'b) DDA: SPS for Medical Officer, Psychology‘
Staff, OMS; and, Chief, Information and Privacy

_ Staff ODDA L
c) DCI: Admln Officer (16 or 159)

STATINTL

E. H. Knoche
Actlng Director of Central Intelligence

Muﬂ“upr BTIVE: —.I\tTEPNAB USE: omv,
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